| Want to Enroll
for
a Username and Password

to Use
Employer Services Online

Slide notes

This tutorial was developed by the California Employment Development Department (EDD) to assist
you with navigating through e-Services for Business. This tutorial will show you how to complete the
enrollment process to create a username and password for Employer Services Online.
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[ EDD Assistance for Victims of Northern California Wildfires

The Employment Development Department (EDD) is joining forces with other state and local service providers to help the
many people impacted by the destructive wildfires in Northern California. Staff will be in Local Assistance Centers throughout

the weekend and beyond, and tax extensions are being offered to employers. For more information, visit EDD Assistance for
Wildfire Victims.

Find a Job @ File & Manage a Claim Employer Services

Slide notes

Welcome to the Employment Development Department home page.
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The Employment Development Department (EDD) is joining forces with other state and local service providers to help the
many people impacted by the destructive wildfires in Northern California. Staff will be in Local Assistance Centers throughout
the weekend and beyond, and tax extensions are being offered to employers. For more information, visit EDD Assistance for
Wildfire Victims

Find a Job @ File & Manage a Claim Employer Services

« CalJoBSSM « File for Unemployment « Payroll Taxes

« Job Fairs and Workshops « Certify for Ul Benefits « e-Services for Business M
« Online Job Center « File for DI or PFL Benefits « Respond tgh)l Claims

« Online Service Options « Use SDI Online ing for

+ More... * More... Select e-Services for Business

Governor
EDD Resources . Translate s

Visit His Website

+ Ask EDD [ Select Language v |
« News and Announcements z S
Forms and Publications Prpeved by S Uinoalars
; View Disclaimer LWDA Secretary
« Labor Market Information 3 5
. Contact EDD David M. Lanier
« More... View His Biography

EDD Director

@ EDD Office Locator Patrick W. Henning, Jr.

View His Biography

|Enter ZIP Code, city, or address \ Search \

https://eddservices.edd.ca.govfindex.html -

Slide notes

Notice the “e-Services for Business” hyperlink in the Employer Services column. Select the "e-
Services for Business" hyperlink.
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© e-Services for Business

System Upgrade: e-Services for Business

Current e-Services for Business users will now log in through Employer Services Online using their existing username and
password fo access e-Services for Business. If you are a NEW USER fo e-Services for Business, you must first enroll in
EDD's Employer Services Online to obtain a username and password.

e-Services for Business allows employers and payroll agents a fast, easy, and secure way to manage their employer payroll tax accounts
online. To use the e-Services for Business, there is a one-time enroliment process to establish a username and password. Payroll
agents can access their clients’ accounts through a third-party access which will allow agents to manage multiple client accounts.

Log In Enroll

Getting Started Select “Enroll”

« Enroliment Information
« Advantages and Features
www.edd.ca,gov/Payroll_Taxes/e-Services_for_Business.htm#

Slide notes

New users select "Enroll".
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© Employer Services Online Enroliment

To access e-Services for Business or eWOTC, you must first complete a one-time enrollment in Employer Services Online to create a
user profile. Payroll agents/femployer representatives must enroll using their own name and contact information, and only need to enroll
once to manage multiple client accounts.

For help with this page, scroll to the bottom for additional information.
* Required

* Username: Username must be 8-15 characters, include at least
one letter, one number, and cannot contain special
characters suchas! @ # $ % " & * (). Your
username cannot be the same as your password.

* Password Password must be 8-12 characters and include at
[Enter the password you wish to use to access this account.br 3 Jowercase letter, a
(case-sensitive): number, and a special character such as! @ #$ % A
& * (). Your password cannot be the same as your
username.

* Re-enter Password:

* First Name:

Slide notes

This is the Employer Services Online Enroliment Page. To begin using e-Services for Business, you
must first create a username and password. Before you leave this page make a note of your
username and password. To view detailed descriptions of required information, scroll down to the
bottom of this page.
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Having problems enrolling?

Be aware that most enroliment problems are related to invalid password selection. Before you
call, take a moment to review the password rules stated in the below paragraphs. If you require
assistance with the enrollment process, contact the appropriate customer service:

« For e-Services for Business: Visit the e-Services for Business Enroliment Information
page. We also offer e-Services for Business Video Tutorials and answers to frequently
asked questions on the FAQs page.

« For eWOTC: Visit the eWOTC Information page. We also offer answers to frequently
asked questions on the FAQs page.

Username: Enter your username. Username must be 8-15 characters long. The username
must include at least one letter, at least one number, cannot contain special characters such as !
@#% % " &~ (), and cannot be the same as your password. You must remember your
username as this is a permanent identifier.

Back to Top

Password: Enter your password. Password must be 8-12 characters long. The password must
include at least one upper case letter, at least one lower case letter, at least one number, and at
least one special character suchas ! @ # $ % * & * (), and cannot be the same as your
username. Password is case sensitive.

Back to Top

Re-enter Password: Re-enter the password you typed in the "Enter your password."
Back to Top

First Name: Enter the first name of the person whom EDD should contact if there are any
questions regarding this account. You may enter up to 12 characters. Spaces and dashes are
allowed, however, special characters such as asterisks (*) are not permitted.

Back to Top

Last Name: Enter the last name of the person whom EDD should contact if there are any
questions regarding this account. You may enter up to 20 characters. Spaces and dashes are
allowed, however, special characters such as asterisks (*) are not permitted.

Back to Top

Last four diaits of vour Social Securitv Number (SSN): Enter the last four diaits of the X

Slide notes
Notice the screen help tips that are available at the bottom of the page.
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© Employer Services Online Enroliment

To access e-Services for Business or eWOTC, you must first complete a one-time enrollment in Employer Services Online to create a
user profile. Payroll agents/femployer representatives must enroll using their own name and contact information, and only need to enroll
once to manage multiple client accounts.

For help with this page, scroll to the bottom for additional information.
* Required

* Username: Username must be 8-15 characters, include at least
one letter, one number, and cannot contain special
characters suchas! @ # $ % " & * (). Your
username cannot be the same as your password.

* Password Password must be 8-12 characters and include at

[Enter the password you wish to use to access this account. hf, a lowercase letter, a
number, and a special character suchas!' @ #$ % *
& * (). Your password cannot be the same as your
username.

(case-sensitive):

* Re-enter Password:

* First Name:

Slide notes

Required fields are identified with an asterisk. The username must be 8 -15 characters long. The
username must be a mixture of both letters and numbers and must include at least one letter, and at
least one number. Do not enter any characters that are not numbers or letters. The username is used
as a permanent identifier. The password must be 8-12 characters long. The username cannot be the
same as your password. The password must contain at least one uppercase letter, at least one
lowercase letter, at least one number, and at least one special character. It cannot be the same as
your username.
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* Enter your Password 3300000 Password must be 8-12 characters and include an

uppercase letter, a lowercase letter, a number, and a

special character such as ! @ #$ % " & * (). Your

password cannot be the same as your username.

(case-sensitive):

* Re-enter Password: provees
* First Name: John M
* Last Name: Public

* Last Four Digits of Your 5565
Social Security Number:

* E-mail Address: JPublic@xxx.com Enter a valid e-mail address (e,q., ‘
my_name@office.com). The e-mail address must be
complete, including the @ symbol and no spaces are
allowed. An e-mail address may only be used once. A
message will be sent to this e-mail address to
complete the enroliment process.

* Re-enter E-mail Address: JPublic@xxxx.com

Phone Number [| l
(XXX-XXX-XXXX):

Security Check

Complete this security check to continue with your Employer Services
Online Enroliment.

The audio option allows visually impaired customers to hear and enter a set
of digits.

Try another
EX@ Vision impaired -

Slide notes

Each username requires a unique e-mail address; therefore, the e-mail cannot be associated with
more than one username.
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complete the enrollment process.

* Re-enter E-mail Address: JPublic@xxxx.com

Phone Number 916-555-1212
(XXX-XXX-XXXX):

I Security Check I

Complete this security check to continue with your Employer Services
Online Enrollment.
The audio option allows visually impaired customers to hear and enter a set

of digits.
Try another i
Text version
I3 Help

‘XXXX XXXX ’

Security check provided by reCAPTCHA.

Cancel I

Select “Continue”

Be aware that most enrollment problems are related to invalid password selection. Visit the Employer Services Online homepage for
enroliment information. Before you call, take a moment to review the password rules stated below If you require assistance with the

enrollment process, contact the appropriate customer service:
« For e-Services for Business: Visit the e-Services for Business homepage. We also offer e-Services for Business Video Tutorials

and answers to frequently asked questions on the e-Services for Business FAQs page.
« For eWOTC: Visit the eWOTC Information page. We also offer answers to frequently asked questions on the WOTC FAQs page.

Username: Enter your username. Username must be 8-15 characters long. The username must include at least one letter, at least one
number, cannot contain special characters such as ! @ # $ % * & * (), and cannot be the same as your password. You must remember
your username as this is a permanent identifier.

Back to Top 3,

Slide notes

Complete the security check to continue with your e-Services for Business enroliment. The audio
option allows visually impaired customers to hear and to enter a set of digits. When all the information
is completed, select "Continue."
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Choose your security questions and enter your answer to each question. This information is important because it is needed to access

your Employer Services Online account and to recover your username and/or reset your password. You will have the option to print your
security questions and answers on the next page, the Enroliment Summary page.

* Required Fields

* Security Question 1 Select a question... Y

* Your Answer:

* Security Question 2 Select a question. . Y

* Your Answer:

* Security Question 3 Select a question. . M

* Your Answer:

* Security Question4 | Select a question... M

* Your Answer:

Continue I Cancel |

Slide notes

This page of four security questions is a part of your account recovery options should you forget your
username and/or password. Please make a note of the answers to these questions for your records.
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Choose your security questions and enter your answer to each question. This information is important because it is needed to access

your Employer Services Online account and to recover your username and/or reset your password. You will have the option to print your
security questions and answers on the next page, the Enroliment Summary page.

* Required Fields

* Security Question 1 What was your childhood nickname? v
* Your Answer:  Johnny
" Security Question 2 What is your favorite food? ¥
* Your Answer:  Pizza
* Security Question 3 What is your favorite animal? v
“Your Answer:  pog
* Security Question 4 ‘ Who was your most favorite guest at your wedding? v L
* Your Answer: [Grandma

Conjnue Cancell
C

Select “Continue”

Slide notes
When you have completed entering all the information, select "Continue."
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© Enrollment Summary

Review your information before you select the "Enroll" button below. This information will be necessary to access e-Services for
Business or eWOTC and will be required to recover your username and/or reset your password.

Edit User Information
Username: 7 €392

Password: T
First Name:  John
Last Name:  Public
Last four digits of your 9935
Social Security Number:

E-mail Address:  JPublic@cox.com

Phone Number: ~ 916-555-1212

Edit Security Questions
Security Question 1: What was your childhood
nickname? v

Slide notes

This is your Enrollment Summary. Review your information and print this page before you submit this
request. This information will be necessary to access e-Services for Business and will be required to
recover your username and/or reset your password.
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LastName: ¢ wwne i
Last four digits of your 2955
Social Security Number:
E-mail Address:  JPublic@oocx.com
Phone Number: ~ 916-535-1212
|Edit Security Questions]
Security Question 1: What was your childhood
nickname?
*Your Answer:  Johnny
Security Question 2: What is your favorite food?
*Your Answer:  Pizza
Security Question 3: What is your favorite animal?
“Your Answer:  Dog
Security Question 4: Who was your most favorite
guest at your wedding?
* Your Answer: ~ Grandma
Please print ] uture reference.
! Select “Enroll”
Print | Enroll | Cancel |
[Complete the enroliment process. |
Contact EDD | Conditions of Use | Privacy Policy | Accessibility
Copyright ©@ 2015 State of California
Slide notes

If all of the information is correct, select "Enroll." If you need to change a question or an answer select
the “Edit Security Questions” hyperlink.
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© Enrollment Confirmation

To complete your enroliment, an e-mail will be sent to you with a link to verify your e-mail address.
You must respond within 24 hours or the enroliment process will need to be repeated.

Note: If you do not receive the EDD Enroliment e-mail, check your spam or junk mail folders. If the e-mail is not in your inbox, spam or
junk mail folders, add edd.ca.gov to your list of approved senders and re-enroll on the next day.

Contact EDD | Conditions of Use | Privacy Policy | Accessibility

Copyright ® 2015 State of California

Slide notes

Your enrollment is not yet complete, an e-mail will be sent to you within three (3) hours at the e-mail
address you provided, and you must respond to this e-mail to complete your enrollment. If you do not
receive the EDD Enrollment e-mail, check your spam or junk mail folders. If the e-mail is not in your

inbox, spam, or junk mail folders, add edd.ca.gov to your list of approved senders and re-enroll the
next day.
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B4 | H & 9|35 Pending Employer Services Online Enroliment - RESPONSE REQUIRED - Message (HTML o B R
File | Message McAfee E-mail Scan Y 7]
= Y == 0y . 3 > BAFi €
gnere x & ‘JE = B Meeting | | =% Reply & Delete L5 Move to: ? 53 [ Rules (¥ Mark Unread a& &4 Find ’3;
_ i To Manager 3 Team E-mail '—J ""ﬂ OneNote ? Categorize ~ % Related ~
+ Delete Reply Reply Forward i, p - Move Translate Zoom
& Junk Ak g:Moe +/ Done 7 Create New s + [:] Actions ~ | ¥ Follow Up ~ - I3 select~
Delete Respond Quick Steps % Move Tags F Editing Zoom
From: Employment Development Department (EDD) <donotreply@edd.ca.gov> Sent: Wed 9/30/2015 2:17 PM
To: JPublic@xxxx.com
Ce
Subject: Pending Employer Services Online Enroliment - RESPONSE REQUIRED
3 ix)
Thank you for enrolling.
To complete your enrollment. we must confirm your e-mail address. Please select the link below to complete your pending enrollment.
https:// eddservices.edd.ca.gov/acctservices/AccountManagement/AccountServlet?
Command=CONFIRM REGISTRATION&confNum=thequickbrownfoxjumpedoverthelazydog
If you are unable to access this link, copy the link and paste into the address bar of your intemet browser.
This link will expire within 24 hours from the time this e-mail was sent. If you do not complete vour enrollment within the 24 hours, you will need to
restart the enrollment process on the next day.
If you received this e-mail in error. please disregard.
o See more about: Employment Development Department (EDD). D -

Slide notes

Here is the e-mail confirmation. To complete your enrollment, you must confirm your e-mail address
by selecting the link provided. Select this link to complete your pending enrollment. If you do not
complete your enroliment within 24 hours, your enrollment process will be deemed unsuccessful, and
you will need to restart the enrollment process.
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© Enrollment Verification

Your information has been verified.

To use our services, visit the Employer Services Online page, select the appropriate login, and enter your username and password.

Contact EDD | Conditions of Use | Privacy Policy | Accessibility

Copyright ® 2015 State of California

testeddservices.edd.ca.gov/index.

Slide notes

After opening the e-mail from the EDD and selecting the link within 24 hours, you will receive this
Enrollment Verification. On the Enrollment Verification page, you can continue to the e-Services for
Business page, and enter your new username and password to begin the enrollment process to set
up your e-Services for Business account.
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Other Resources
www.edd.ca.gov

Taxpayer Assistance Center
1-888-745-3886

Slide notes

Thank you for watching this tutorial on how to create a username and password to access e-Services
for Business. Be sure to view our other tutorials demonstrating how to authorize as an employer or
authorize as an employer representative/payroll agent. Other resources are available at
www.edd.ca.gov or by calling the Taxpayer Assistance Center at 1-888-745-3886.
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